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US 


May  1,  191+5+, 


SPFOIaL  COiviMODITISS  BEiiNCH  LffiMOE^lIDUivi  NO,  M-1 


Toj 


All  Divisions  and  Sections,   Special  Commodities  Branch 


From: 


K.  C.  AllDin,  Chief,   Special  Commodities  Branch 


Subject:     Food  Order  Administration 

Director's  Memorandum  No.  US,  Revision  1  (and  supplements)  and  Director's 
Memorandum  No.  2,  Supplement  3I,  are  the  primary  authorities  for  order 
administration.    The  commodity  representative  designated  as  Order  Admin- 
istrator shall  be  guided  by  the  Director '  s  Memoranda  in  the  preparation 
of  all  documents  relu,ting  to  orders  and  in  all  other  matters  pertaining 
to  the  administration  of  the  orders. 

The  instructions  given  below  are  intended  only  (l)  to  summarize  the  routine 
operations  established  by  the  Director's  Memoranda  insofar  o.s  they  refer  to 
operations  within  the  Branch,  and  (2)  to  supplement  the  Director's  Memoranda 
with  detailed  procedure  applicable  only  to  the  Branch. 


A.     The  Memorandum  of  Intention 

Prior  to  drafting  an  order,   the  commodity  representative  shall 
prepare  a  Memorandum  of  Intention  (in  an  original  and  liZ-'f^'hite 
copies)  from  the  Chief  of  the  Branch  to  the  Deputy  Director  for 
Commodity  and  Industry  Regulation.     The  memorandum  shall  be  clear- 
ed through  the  Chief  of  the  Commodity  Division,  the  Chief  of  the 
Operational  Planning  and  Services  Division,  and  the  Assistant 
Chief  of  the  Branch. 

.tifter  the  Order  Review?  cind  Clearance  Committee  has  approved  of 
the  issuance  of  the  proposed  order,  the  commodity  representa- 
tive shall  prepctre  a  Food  Order  Docket  containing  all  of  the 
documents  necessary  for  the  clearcxnce  and  approval  of  the  order. 
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B.     Tli3  Food  Order  Docket         '  • 

1.     Doctunents  to  b'a  included  in  the  Docket 

Document  Prepared  "by  Copies 

The  proposed  order  Office  of  Solicitor  &  Orisf^inal 

Commodity  Hepresentu-tive        8  vhites 

Sci.l;.-:on 


Memorandum  recommend-  Commodity  Representative  Orij^inal 

ing  issuance  of  order  ,  Duplicate-orig, 

12  whit es 

Delegation  of  ^lUthority  Commodity  Representative  Original 
to  administer  order  ll-  whites 

(Form  FDii-^OU) 


Summary  for  release  to  Marketing  Reports  Original 
trade  and  industry  Division      .  '  whites 

Solicitor's  opinion  Office  of.  the  Solicitor 


When  the  proposed  order  involves  prohlems  of  inter- 
agency understanding,  the  docket  shall  contain  a  memo~ 
randum  of  understanding  (original  and      "'hit e  copies) 
to  "be  signed  hy  the  interested  agencies.     If  not  appli- 
cable,  a  note  to  that  effect  shall  he  placed  in  the 
docket. 


h.    While  the  .order  is  in  the  preparatory  stage,  the  com- 
modity representative  shall  furnish' the  Reproduction 
and  Distribution  Section  with  any  information  it  may 
require  to  prepare  an  adequate' mailing  list. 

c.  If  the  order  is  applicable  to  any  U.  S.  territory  or' 
possession,  a  statement  to  that  effect  shall  be  in- 
corporated in  the  order. 

d.  The  copy  of  the  proposed  order  marked  "ditto"  shall 
be  removed  from  the  docket  and  used  to  prepare  a 
master  ditto.    The  Reproduction  and  Distribution 
Section  shall  duplicate  the  proposed  order  and  distrib- 
ute copies  according  to  the  Director ' s'  Memorandum. 

e.  Forms  to  be  used  in  connection  with  the  order  shall 

be  prepared  by  the  commodity  representative  and  cleared 
according  to  the  established  procedure  for  clearance 
of  forms. 


All  of  the  contents  of  the  docket  shall  be  placed 
loosely  in  a  folder. 


2.    Routing  th3  docket  for  approval 


,a.    A  routing  slip  shall  "be  attached  to  the  completed 
docket  and  shall  be  initialed  "by; 

The  Commodity  Representative 

The  Chief  of  the  Commodity  Division 

The  Chief  of  the  Operational  Planning 

and  Services  Division 
The  Assistant  Chief  of  the  Branch 

"b..   The  Chief  of  the  Branch  will  sign  or  initial  the 
appropriate  documents  in  the  docket. 

c.    The  Permanent  Records  Unit  is  responsible  for  securing 
the  necessary  clearance  and  approval  of  the  docket 
after  it  leaves  the  Branch,  and  shall  return  approved 
copies  of  the  documents  to  the  Order  ^idrainistrator . 

Uniform  Piling  System 

Por  each  order  administered  by  the  Branch  the  appropriate  Order  admin- 
istrator shall  maintain  a  uniform  filing  system  consisting  of  a  master 
file  of  the  order,  an  alphabetical  file  of  the  petitions  and  appeals 
under  the  order,  and  an  alphabetical  file  of  the  reports  pertaining 
to  compliance  v/ith  the  order,    ji.  separate  folder  shall  be  used  for 
each  appeal  and  each  compliance  cas3. 

The  master  file  shall  be  set  up  in  the  following  order: 

a.  iipproved  copy  of  the  Liemorandum  of  Intention 

b.  iipproved  copy  of  the  order 

c.  iipproved  copy  of  the  Delegation  of  -  Authority  (PD^i.-30U) 

d.  iiny  special  delegation  of  authority  from  the  Deputy 

Director 

e.  ^ipproved  copy  of  the  summary  to  trade  and  industry 

(not  to  be  confused  with  Item  i  below) 

f .  jipproved  copy  of  the  memorandum  of  transmittal 

g.  iipproved  copy  of  the  Solicitor's  opinion 

h.  ii,pproved  copy  of  the  set  of  Q,uestions  and  iinswers 

(refer  to  Part  II) 

i.  jipproved  copy  of  each  monthly  summary  (refer  to 

Part  II) 

j.    Approved  copy  of  subsequent  amendments  to  the  order 
k.     Typical  cases  processed  (These  should  be  filed  under 

Separate  headings  in  addition  to  being  included  in 

the  monthly  summaries.) 
1.  Interpretations 

Director's  Pood  Distribution  Orders 

The  procedure  established  for  Pood  Distribution  Orders  shall  apply  to 
Director's  Pood  Distribution  Orders  except  that  the  memorandum  accom- 
panying the  order  shall  be  from  the  Branch  Chief  to  the  Director. 


E.    iiinendmants  .. .  •      •  ' 

^iinendniants  to  orders  shall  be  prepared,,  cleared  and  exec'ated  in  the 
same  manner  as  that  prescribed  for  the  original  food  orders. 

r.     Clearance  of  proposed  food  orders 

In  accordance  with  the  Director's  Memorandum,  proposed  food  orders 
vfhich  may  affect  the  Special  Commodities  Branch  shall  be  referred  to 
the  Branch  for  clearance  by  the  commodity  divisions  concerned. 

The  iiuthorities  and ,  Procedures  Section  shall  receive  notices  of  such 
orders,  notify  the  commodity .divisions,  and  obtain  copies  of  any  orders 
which  the  divisions  may  wish  to  reviev/. 

Whenever  , possible ,  o^uestions  or  objections  to  the  orders  shall  be  taken 
up  directly  with- the  appropriate  Order  xidministratisr  of  the  Branch 
which  originated  the  order.     If  an  a,^reement  cannot  be'  reached  in  this 
manner,  the  chief  of  the  comraodity  division  shall  prepare  a  memorandum 
from  the  Chief  of  the  Branch  to  the  Secretary  of  the  Order  Review  and 
Clearance  Committee,  outlinin.f'^  completely  his  objections  and  the 
reasons  therefor.     If  more  than  one  division  is  concerned,   it  shall 
be  the  responsibility  of  the  Chi  if  of  the  Operational  Planning  and 
Services  Division  to  prepare  c;. . eonsolidat  ed  memorandum  expressin.g  the 
views  of  the  Branch.       ,  .       ,  ' 

ij.ll  memoranda  to  the  Order  Review  and  Clear.mce  Committee  shall  be 
routed  for  clearance  to  the  Chief,  jj.uthorities  and  Procedures  Section, 
v;ho  shall  maintain  a  complete  file  of  all  objections  submitted  by  this 
Branch. 


PivET  II,-  FOOD_  ORDSR  3DUC..TI0N  •  ' 

A.     Loose-Leaf  Dockets 

For  food  orders  to  be  administered  effectively,   it  is  necessary  that 
the  Regional,  Off  ices  haV3  a  complete  under  st  and  inc;;  of  the  background, 
provisions,   interpr  3tations  and  applications-  of  each  order.. 

This  informu-tion  shall  be  supplied  to:  the  Regional  Offices  in  the 
manner  set  out. below  and  shall,  be, assembled  by  the  Regional  Offices 
in  Loose-Le_^f  Dockets. 

1,    Copies  of  iiaterial  from  the  i'.'iaster  File 

The  Regional  Loose- Leaf  Dockets  should  contain  essentially 
the  same  information  as  tha  Order  iidministrat  or  '  s  master 
file,    aiccordingly,  the  Order  .t^dministrator  shall  arrange 
for  duplicated  copies  of  the  material  in  the  master  file 
to  be  distributed  to  the  regions. 


Questions  and  Answers 


Concurrent  with  the  issuance  of  an  order,  or  as  soon  as 
possible  thereafter,  the  Order  Administrator  shall  i^repare 
a  set  of  questions  and  answers  anticipating  the  probahle 
questions  that  will  arise. 

The  Initial  Summary 

The  initial  summary  shall  he  issued  as  of  the  effective 
di-ite  of  the  order  and  consist  of  a  hrief  hut  comprehensive 
survey  of  the  order.    The  follo'^ing  items  shall  he  included: 

a.     The  Rec-oson  for  the  order 

(1)  The  need  for  the  order 
(c)     Pu.rpose  to  he  attained 

h.    Provisions  of  the  order 

,       ( l)     Brief  summary  of  the  most  important  provisions 

(2)  Constructions  or  interpretations  of  the  terms 
used,  where  such  constructions  or  interpreta- 
tions are  desirable. 

(3)  Explanation  of  the  method  to  he  used  in  filing 
reports  or  other  data  required  by  the  order. 

c.  Background  of  Industry  -  ii  brief  statement  of  how  the 
industry  operates. 

(1)  Production 

(2)  Distribution 

d.  iuinouncement  that  supplemental  summaries  will  be  issued 
each  month,  for  inclusion  in  the  loose-Leaf  Docket.  The 
Order  ^administrator  should  emphasize  the  fact  that  the 
summaries  are  an  integral  part  of  the  Loose-Leaf  Dockets 
and  should  be  used  in  conjunction  v/ith  other  food  order 
material . 

e.  js.n,Y  other  general  information  which  the  Order  ^-idminis- 
trator  believes  should  be  given  to  the  regions. 

I'/ionthly  Summaries 

^4.  monthly  summary  shall  be  prepared  in  the  original  and  two 
copies  for  each  order  and  shall  be  issued  on  the  same  day  of 
each  month  as  the  effective  date  of  the  order.     The  purpose 
of  the  monthly  surarnary  is  to  provide  the  Regional  Directors 
with  current  informc^tion  pertaining  to  amendments,  construc- 
tions, and  interpretations,   typical  cases  processed,  existin 
problems  in  administration,  trends  in  activity,   such  as 
certain  types  of  appeals  or  violations,  and  any  other  infor- 
mation that  may  be  of  value  in  administering  the  order. 
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TJhere  the  activity  -undar  the  order  during  the  month  has 
been  of  a  purely  routine  n^-ture,  the  suinmary  need  include 
only  a  statement  to  that  effect.     KoT?ever,   it  should  be 
recognized  thcit  the  sui-anary  is  the  medium  throuj^h  '.vhich 
the  Order  .-idministrator  can  keep  the  field  informed  of  the 
administrative  difficulties  under  the  order  ^nd  obtain  co- 
operation from  the  field. 

The  monthly  sujnraaries  shw.ll  be  issued  as  memoranda,  and 
shall  be  set  up  in  the  following  manner: 

W.Jl  FOOD  ^EL.IillSTPu.TIOiT 
OFJICE  01  DISTRIBUTIOH 
Washington  25,  D.  C. 

Date 

To:  1^11  Regional  Offices,  Office  of  Distribution,  WFA 
Prom:  ,  jidministrator ,  FDO  IS,  Tea 


Subject:     Summary  I'o.  2  for  Incliision  in  the  Loose-Leaf  Docket 
of  PDO  18 


5.     Clear_;.nce  and  Distribution  of  Food  Order  Lttteriol  to  be 
Included  in  the  Loose-Loaf  Docket 

jj.ll  statements  of  vjolicy,  administrative  ruling  or  inter- 
pretation of  the  order  sb.i-ll  be  prepared  in  colL.iboration 
vfith  the  Marketing  Reports  Division,  for  the  approval  and 
signature  of  the  Deputy  Director  for  Commodity  _md  Industry 
Regiilation,  and  shall  be  addressed  to  the  Regional  Directors. 
Q,uestions  involving  legal  problems  shall  be  submitted  to  the 
Deputy  Director  for  interpret. .tion  by  the  Office  of  the 
Solicitor. 

Copies  of  the  documents  from  the  approved  Jood -Order  Docket 
may  be  distributed  without  further  cle.a-ance. 

Y/ithin  the  Branch,  questions  and  ansvrers,   summaries,  and 
other  educ-.tional  materia. 1  shall  be  cleared  through  the 
same  channels  as  the  orders,    lifter  approv^^l  by  the  Chief- 
of  the  Dr.,nch,  however,  the  ji.uthorities  and  Procedures 
Section  shall  be  responsible  for  securing  clear..-nce  out.side 
the  Br.aich.     That  Section  shall  also  be  responsible  ■  for 
arranging. with  the  Reproduction  and  Distribution  Section 
for  the  distribution  of  such  material  to  th 3  field. 


-  7  - 


B.    3ducc-tion.il  Programs  for  Trad^  and  Industry  and  tha  Gjn^ral  Public 

1.  Rasponsibility  of  the  Order  ^idrainistrator 

TJithin  tha  limits  prescribed  by  Director's  I.lemorandum 
Uo.  U2,  Supplement  1,  the  Order  ^administrator  shall  be 
responsible  for  developing  a  general  educational  program 
for  e.-uch  order  that  he  adininisters .    Order  education  should 
be  directed  primarily  to  the  trades  and  industries  affected; 
however,  provision  should  be  made  for  acquainting  the  gen- 
eral public  v/ith  the  objectives  of  the  order. 

Each  educational  progr^um  shall  be  plann;3d  to  conform  to 
the  general  order  education  program  established  by  the 
Deputy  Director  for  Commodity  ;.ind  industry  Regulation 
and  shall  be  subject  to  the  gener...i.l  instructions  described 
■  below, 

2.  Industry  and  Trade  Org.;.ni2ations 

The  Order  -cidministrc^tor  sho'-ll  raaintcidn  close  relations 
with  the  Vc'.rious  trade  and  industry  organizations  in 
order  to  secure  their  advice  as  to  the  best  methods  of 
approach  in  order  education. 

5.     Regional  Representatives 

a.  The  Order  ^i.dministrator  shall  arrange  for  prompt 
distribution  of  all  educational  material  to  be  in- 
cluded in  Loose-Leaf  Dockets,  and  should  also  issue 
definite  instru.ctions  for  utilizing  the  Loose-Leaf 
Dockets  in  educ^-ting  the  tr^.de  and  industries. 

b.  The  Order  iidiriinistrator ,   in  cooper^vtion  with  the 
Regional  Offices,   shall  arrange  to  hold  educational 

■  meetings  in  the  regions  with  mem.bers  of  the  trades 
and  industries  affected  by  the  order. 

U.     The  iviarketing  Reports  Division 

The  Order  ndjninistrator  shall  supply  the  Marketing 
Reports  Division  v/ith  factual  and  technical  informa- 
tion-to  be  used  in  preparing  educational  material 
for 'general  distribution  or  publication. 


PuJlT  III  -  PETITIONS  iJID  u^PPE^iLS- 
it.    jiuthority  to  G-rant  or  Deny 


1.    The  Order  ii.dministrator  m^.y  deny  petitions  for  relief  from 
hardship  under  the  order,  but  may  not,  unless  specifically 
authorized  by  the  Director,  g'r^^nt  petitions.    Petitions  that 
are  not  danied  shall  be  referred  to  the  Petition  Revievr  Com- 
mittee, together  with  the  recomraend>.vtions  of  the  Order 
ji.dministr^tor . 
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If  the  petition  is  granted,  the  Order  Administrator  shall 
prepare  a  letter  from  the  Director  or  Deputy  Director  to 
the  appellant , 

Each  chief  whose  division  administers  any  order  shall  bo 
responsible  for  determining  that  correspondence  granting 
relief  and  forwarded  for  the  Director's  signature  is 
actually  signed  by  the  Director  prior  to  the  issuance  of 
any  correspondence  indicating  that  the  relief  requested 
has  been  granted. 

In  the  administration  of  those  orders  which  require  dual 
letters  when  relief  is  granted,  it  will  be  necessary  for 
both  letters  to  be  forwarded  to  the  Director's  office 
simultaneously.    The  Cocoa  Bean  Order  (FDO  25)  is  an  ex- 
ample of  this  type  of  order,  since  it  is  necessary  to 
notify  a  supplier  when  relief  is  granted  to  a  petitioner, 
and  the  letter  to  the  supplier,  which  is  prepared  for  the 
Order  Administrator's  signature,  should  not  be  signed  or 
dated  until  the  petition  is  signed  by  the  Director. 

2.    The  granting  of  a  petition  or  appeal  vrhich  would  adversely 
affect  the  Civilian  Food  Requireraants  Branch  and  Require- 
ments and  Allocations  Control  must  be  cleared  with  the 
interested  parties. 

B.  Tiles 

A  separate  folder,  headed  by  the  name  of  the  petitioner  and  a 
numerical  assignment  as'  given  below,  shall  be  prepared  for  each 
petition.    Each  folder  shall  contain: 

(a)  Petition  for  exception 

(b)  Data  pertaining  to  verification  of  facts 
presented,  compliance, ' if  necessary,  and 
all  other  material  utilized  in  the  deter- 
mination of  the  appeal. 

(c)  Copy  of  the  decision 

0.    Records  and  Reports 

1.  Each  petition  shall  be  numbered  in  the  order  received, 
using  the  Order  No.  as  a  prefix.    For  example,  petitions 
under  the  Tea  Order  shall  be  numbered  18-1.  18-2,  18-^, 
etc.    All  correspondence  in. reference  to  an  appeal  or  a 
petition  must  refer  to  the  number  assigned  the  particular 
petition  or  appeal. 

2.  A  weekly  report  on  the  status  of  appeals  under  each  order 
shall  be  transmitted  e^ch  Saturday  morning  to  the  Chief 
of  the  Analysis  and  Reports  Section,  where  a  complete  re- 
port for  the  Branch  shall  be  compiled  and  submitted  to  the 
Assistant  Deputy  Director.    Where  relief  is  granted,  the 
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weekly  appeals  suiiimary  should  contain  a  statement  as  to 
the  amount  of  set-aside  materials  released,  the  use  to 
which  such  materials  are  to  "be  put,  and  the  Government 
Agency,  if  any,  which  is  .to  secure  such  materials,  in  the 
event  thu.t  the  effect  of  granting  the  petition  is  to  re- 
lease material  set  aside  "by  a  particular  order  or  amendment. 

D.    Notice  to  Regional  Offices  of  Decisions  on  Appeals 

A  copy  of  any  decision  on  an  appeal  under  any  order  shall  oe  forward- 
ed to  the  Regional  Office  of  the  region  in  which  the  appellant  is 
located. 

Therefore,  an  extra  copy  of  each  decision,  whether  prepared  for  the 
signature  of  the  Order  Administrator,  or  for  that  of  the  Deputy 
Director,  shall  he  provided  for  the  Regional  Office  concerned. 
Further,  should  any  decision  reflect  a  change  in  the  .order,  or  a 
new  interpretation,  sufficient  extra  copies  shall  he  provided  to 
furnish  one  to  every  regional  office. 

In  those  cases  where  the  letter  to  the  appellant  is  prepared  for  the 
signature  of  the  Deputy  Director,  the  copy  marked  for  the  regional 
office  shall  he  retained  in  the  office  of  the  Order  Administrator 
until  notification  is  received  that  the  Deputy  Director  has  signed 
the  letter.    At  that  time  the  copy  shall  he  forwarded  to  the  regional 
office  hy  the  Order  Administrator. 


PART  IV  -  COl'IPLMCS  PROCSDURS 

Recent  Director's  Memoranda  and  Compliance  Branch  Hemoranda  have  estahlish- 
ed  a  procedure  for  handli.ng  compliance  with  War  Food  Orders. 

Pood  Order  Education  in  Washington  is  the  responsihility  of  the  Commodity 
Branches  and  the  Marketing  Reports  Division,  vrhile  voluntary  compliance 
activities  in  Washington  are  the  sole  responsihility  of  the  Commodity 
Branch.    Responsibility  for  enforcement  is  vested  in  the  Compliance  Branch 
(Director's  iviemorandum.  No.  U2,  Revision  1,  Supplement  2). 

A.    Voluntary  Compliance  activities 

The  cases  discussed  under  this  heading  are  those  which  require 
no  investigation. 

1.  Education 

After  full  coverage  has  been  given  to  the  industry  of  the 
War  Pood  Orders,  Questions  and  Answers,  Summaries,  etc., 
it  is  the  responsibility  of  the  Order  Administrator  to 
v/rite  letters  of  explanation  of  the  order  to  any  companies, 
where  it  appears  likely  that  the  order  is  not  fully  under- 
stood. 


Warning  Letters 


Where  it  appears  fron  an  explanation  of  reports  required 
"by  the  WFO,  or  from  any  other  reliable  source,  that  a  com- 
pany has  connitted  minor  violations  of  the  order,  the  Order 
Administrator  nay  write  to  the  company,  verifying  the  facts 
of  the  violation  and  asking  for  an  explanation.     If  the 
company  admits  the  violation,  the  explanation  appears 
plausible,  and  the  Order  iidministrator  is  satisfied  the 
violation  does  not  warrant  an  investigation,  then  he  may 
-  prepare  a  Warning  Letter  for  his  ovm  signature  (Warning 
Letter  should  not  "be  signed  until  returned  by  the  Com.pliance 
Branch)  addressed  to  the  violator,  calling  his  attention  to 
the  violation  and  rrarning  him  that  a  repetition  of  the  viola- 
tion may  lead  to  administrative  sanctions  or  criminal  prose- 
cution,   ii  saving  clause  must  he  inserted  in  the  letter  as 
indicated  in  Director '  s  aenoranduin  ITo.  U2,  Supplement  5, 
2nd  paragraph.    For .uniformity  in  language,  it  is  suggested 
that  copies  of  previously  approved  Warning  Letters  on  file 
in  the  office  of  the  Chief  of  the  Operational  Planning  and 
Services  Division,  he  examined.    Warning  Letters  should  be 
prepared  in  the  regular  number  of  copies  of  any  memorandum, 
plus  t'^^o  additional  white  copies  marked  for  Compliance  Branch 
(one  copy  will  be  forwarded  by  Compliance  Branch  to  the  proper 
Regional  Office  and  the  other  copy  will  remain  in  Compliance 
Branch  files  in  Washington),     It  is  expected  that  the  Order 
Administrator  will  be  vigilant  in  scrutinizing  future  activi- 
ties to  see  that  the  violating  company  is  adhering  strictly 
to  the  order.    The  Order  ^diviinistrator  and  Chief  of  the  Divi- 
sion, after  initialing  the  yellovr  copy  of  the  Warning  Letter, 
should  send  the  file  and  the  Y/arning  Letter  tp  the  Chief  of 
the  Operational  Planning  and  Services  Division  for  control 
purposes.     The  file  and  letter  v/ill  then  be  forwarded  to  the 
Chief  of  the  Compliance  Branch  for  concurrence.     If  he  approves 
he  will  initial  the  yellow  copy,  and  will  return  the  file  and 
Warning  Letter  to  the  Chief,  Operational  Planning  and  Services 
Division  for  transmittal  to  the  Order  administrator.  The 
latter  will  thereupon  date,  sign  and  mail  the  Warning  Letter, 
and  forv/ard  two  copies  thereof  to  the.  Compliance  Branch. 

Adjustment  Letters 

Where  a  minor  violation  of  a  WFO  is  discovered  and  a  letter 
sent  to  the  violator  for  verification  of  facts,  the  Order 
Administrator,  upon  receipt  of  a  reply  from  the  violator, 
may  elect  to  write  a  letter  to  the  violator,  inviting  him 
to  make  proposals  for  a  compensatory  adjustment.    The  pro- 
cedure for  issuing  an  adjustment  letter  is  identical  to 
that  set  forth  for  issuing  Warning  Letters.    Copies  of  pre- 
viously approved  adjustment  letters  may  be  examined  in  the 
office  of  the  Chief  of  the  Operu-tional  Planning  and  Services 
Division.     The  theory  and  procedure  for  issuing  an  adjustment 
letter  are  set  out  in  Director's  Memorandum  No.  k2,  Supple- 
ment 5. 


In  the  conservation  orders  administered  by  this  Branch  it 
proTDably  will  "be  more  effective  to  issue  an  adjustment 
letter  rather  than  a  Warning  Letter,  while  on  our  fish  set- 
aside  order  the  Warning  Letter  probahly  will  be  more  suitable. 

Enforcement 

The  procedure  outlined  in  this  section  involves  cases  that  require 
investigation. 

1.  Referral  of  Cases  to  Compliance  Branch 

When  a  violation  is  brought  to  the  attention  of  an  Order 
Administrator,  v/hich  in  his  opinion  is  sufficiently  serious 
to  require  an  investigation,  the  procedure  as  outlined  below 
v/ill  be  followed. 

The  Order  Administrator  shall: 

a.  Prepare  Form  FIlti.~355  (original  and  3  copies)  setting 
forth  all  information  pertinent  to  the  violation. 

b.  Sign  all  copies  of  the  form. 

c.  iittach  a  set  of  copies  of  all  pertinent  correspondence 
concerning  the  violation  to  each  copy  of  Form  FDa~355» 

d.  Forward  the  completed  form  with  all  copies  and  attach- 
ments to  the  Chief  of  the  Division. 

The  Division  Chief  shall  initial  one  copy  of  the  form  and  for- 
ward the  complete  file  to  the  Chief  of  the  Operational  Planning 
and  Services  Division. 

The  Operational  Planning  and  Services  Division  will  set  up  a 
control  for  following  the  case  and  keeping  the  Order  ^idrain- 
istrator  advised  of  developments.    The  Chief  of  the  Operational 
Planning  and  Services  Division  shall  initial  the  same  copy  of 
the  form  vrhich  was  initialed  by  the  Chief  of  the  commodity 
division  and  return  that  copy  to  the  Order  administrator.  The 
original  and  two  copies  of  the  form  will  be  forwarded  to  the 
Chief  of  the  Compliance  Branch. 

Any  supplemental  information  submitted  on  a  case  to  Compliance 
Branch  should  be  in  memorandum  form  from  the  Order  Administrator 
to  Chief,  Compliance  Branch  in  an  original  and  three  copies  for 
routing  as  indicated  above. 

2.  Disposal  of  Cases 

iill  of  the  War  Food  Orders  handled  by  this  Branch  have  been  classi- 
fied as  "nonregionalized" ,  which  means  tha,t  all  investigative  re- 
ports must  be  reviewed  by  the  Coramodity  Branch  in  Washington  and  a 
recoLimendation  VTritten  before  the  Regional  Office  may  dispose  of  a 
case.  Therefore,  in  the  future,  each  Order  jidministrator  will  re- 
ceive a  copy  of  the  investigative  report,  regardless  of  whether  he 
requested  the  investigation  or  whether  it  originated  in  the  field. 
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and  he  Trill  be  expected  to  vTite  a  memopandura  to  Chief  of  Com- 
pliance Branch,  recommending  disposition  of  the  case. 

The  Order  ^idrnlnistrator  may  recommend  the  follo-ving  types  of 
disposition  of  compliance  cases: 

Dismissal  of  case 
Warning  letter 
-tidjustment  Letter  •  ■  ' 

Suspension  Order 
Injunction 

Criminal  prosecution 

In  making  the  recorniaendation  the  Grdelr  ji.drainlstro.tor  should  in- 
dicate the  reason  for  the  recommendation  and  point  out  any  infor- 
mation that  may  be  of  value  to  the  Regional  Director  in  making 
the  final  decision  as  to  disposition  of  the  case.    This  recommenda- 
tion should  "be  in  memorandum  form- from  the  Order  i».dministrator  to 
the  Chief  of  the  Compliance  Branch  in  an  original  and  three  copies, 
and  routed  in  the  same  manner  as  other  compliance  matters  indicat- 
ed previously. 

The  Operational  Planning  and  Services  Division. shall  act  as  a 
focal 'point  for  all  compliance  cases  and  shall  maintain  liaison 
activities  v.'ith  the  appropriate  Divisions  in  the  Compliance  Branch, 
^arrangement s  have  been  made  vrith  the  Compliance  Branch  for  all 
reports  and  memoranda  pertaining  to  Special  Commodities  Branch 
cases  to  be  forv/arded  to  the  Operational  planning  and  Services 
Division. 


a. 
b. 
■  c. 
d. 
e. 
f . 


p/iRT  V  -  REGIOM  ^iDivillTISTRiiTlOH  OJ  PORTIONS  OP  WPO  UU 

The  administration  of  those  "portions  of  WPO       v/hich  pertain  to  the  fish- 
ing industry  on  the  , West  Coast  has  been  delegated  to  the  Yifestern  Region. 
The  functions  so  delegated  are  as  follows: 

1.  Fulfillment  of  contracts  under  WPO  - 

2.  Order  Education  in  connection  with  pack  reports  submitted 
■by  packers  pursuant  to  WPO  UU.l. 

3.  Maintenance  of  records  of  pack  reports  and  deliveries  to 
government  agencies. 

k.    Determination  of  compliance  vdth  WPO       and  WPO  U^+.l,  and 
reference  of  violation  casjs  to  the  Washington  office. 

5,     Submission  to  the  Washington  office  of  weekly  reports  con- 
taining the  cumulative  totals  of  the  pack  reports  and  of 
deliveries  to  government  agencies  for  each  category  of 
canned  fish. 
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CURRENT  SERIAL  RECOf; 


AUG  1  8  1944 


WAR  FOOD  ADI/ilHISTIUTIOlT 
OFFICE  OF  DISTRIBUTION 
Washington  25,  D.  C. 


U.  S.  DEPAi^TMENT  Of  AGRICULTURE 


August  1,  IShk 


SPECIiiL  COmODITISS  BRiiHCH  ivIEMORANDITM  HO.  M-1 


Tot- 


All  Divisions  and  Sections,  Special  Commodities  Branch 


From; 


H.  C.  Alhin,  Chief,  Special  Commodities  Branch 


Subject:     Food  Order  Administration 

Director's  Memorandum  Uo.  h2.  Revision  1  (and  supplements)  and  Director's 
Memorandum  No.  2,  Supplement  3I,  are  the  primary  authorities  for  order 
administration.    The  commodity  representative  designated  as  Order  Admin- 
istrator shall  he  guided  hy  the  Director's  Memoranda  in  the  preparation 
of  all  documents  relating  to  orders  and  in  all  other  matters  pertaining 
to  the  administration  of  the  orders. 

The  instructions  given  "below  are  intended  only  (1)  to  summarize  the  routine 
operations  established  by  the  Director's  Memoranda  insofar  as  they  refer  to 
operations  within  the  Branch,  and  (2)  to  supplement  the  Director's  Memoranda 
with  detailed  procedure  applicable  only  to  the  Branch. 


A.    The  Memorandum  of  Intention 

Prior  to  drafting  an  order,  the  commodity  representative  shall 
prepare  a  Memorandum  of  Intention  (in  an  original  and  12  white 
copies)  from  the  Chief  of  the  Branch  to  the  Deputy  Director  for 
Commodity  and  Industry  Regulation.    The  memorandum  shall  be  clear- 
ed through  the  Chief  of  the  Commodity  Division,  the  Chief  of  the 
Operational  Planning  and  Services  Division,  and  the  Assistant 
Chief  of  the  Branch. 

The  Deputy  Director  for  Commodity  and  Industry  Regulation  has 
requested  that  Memoranda  of  Intention  be  submitted  not  later 
than  .1:00  P.M.  on  the  day  before  the  day  on  which  the  Order 
Review  and  Clearance  Committee  meets  (10:30  Tuesdays  and  Fridays). 

After  the  Order  Review  and  Clearance  Committee  has  approved  of 
the  issuance  of  the  proposed  order,  the  commodity  representa- 
tive shall  prepare  a  Food  Order  Docket  containing  all  of  the 
documents  necessary  for  the  clearance  and  approval  of  the  order. 


Part  I  -  PREPARATION  AND  CLEARANCE 
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B.    The  rood  Order  Docket 

1.    Documents  to  "be  included  in  the  Docket 


Document 


The  proposed  order 


Brepared  "by 

Office  of  Solicitor  & 
Commodity  Representative 


Memorandum  of  transmittal  -  Commodity  Representative 

from  the  Director  to  the 

Administrator 


Delegation  of  ii-uthority 
to  administer  order 
(Form  FDa.-30U) 

Summary  for  release  to 
trade  and  industry 

Solicitor's  opinion 

a. 


Commodity  Representative 


Marketing  Reports 
Division 

Office  of  the  Solicitor 


Copies 

Original 
8  whites 
salmon 

Original 
Duplicate^orig, 
12  whites 

Original 
k  copies 


Original 
3  whites 


When  the  proposed  order  involves  problems  of  inter- 
agency understanding,  the  docket  shall  contain  a  memo- 
randum of  understanding  (original  and  5  white  copies) 
to  "be  signed  "by  the  interested  agencies.     If  not  appli- 
cable, a  note  to  that  effect  shall  be  placed  in  the 
docket . 

b.    The  memorandum  of  transmittal  should  contain  objections, 
anticipated  difficulties  and  possible  sources  of.  com- 
plaint against  the  order,  in  addition  to  the  items 
specified  in  Director's  Memorandum  ITo.  1+2,  Revision  1. 

G.    While  the  order  is  in  the  preparatory  stage,  the  con- 
.modity  representative  shall  furnish  the  Reproduction 
,and  Distribution  Section  vrith  any  information  it  may 
require  to  prepare  an  adequate  mailing  list. 

d.  If  the  order  is  applicable  to  any  U.  S.  territory  or 
possession,  a  statement  to  that  effect  shall  be  in- 
corporated in  the  order. 

e.  The  copy  of  the  proposed  order. marked  "ditto"" shall 
be  removed  from  the  docket  and  used  to  prepare  a 
master  ditto.    The  Reproduction  and  Distribution 
Section  shall  duplicate  the  proposed  order  and  dis-" 
tribute  copies  according  to  the  Director's  Memorandum, 

f .  Forms  to  be  used  in  connection  with  the  order  shall 

be  prepared  by  the  commodity  representative  and  cleared 
according  to  the  established  procedure  for  clearance 
of  forms. 

g.  All  of  the  contents  of  the  docket  shall  be  placed 
loosely  in  a  folder. 
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2.    Routing  the  docket  for  approval 


'.    a.    A  routing  slip  shall  he  attached  to  the  completed 
docket  and  shall  "be  initialed  hy: 

The  Commodity  Representative 

The  Chief  of  the  Commodity  Division 

The  Chief  of  the  Operational  Planning 

and  Services  Division 
The  Assistant  Chief  of  the  Branch 

b.  The  Chief  of  the  Branch  will  sign  or  initial  the 
appropriate  documents  in  the  docket. 

c.  The  Permanent  Records  Unit  is  responsible  for  securing 
the  necessary  clearance  and  approval  of  the  docket 
after  it  leaves  the  Branch,  and  shall  return  approved 

;     copies  of  the  documents  to  the  Order  Administrator. 

C.    Uniform  Piling  System 


Por  each  order  administered  by  the  Branch,  the  appropriate  Order  Admin- 
istrator shall  maintain  a  uniform  filing  system  consisting  of  a  master 
file  of  the  order,  a  master  file  of  each  amendiaent ,  •  a  chronological 
file  of  the  monthly  summaries,  an  alphabetical  file  of  the  petitions 
and  appeals  under  the  order,  and  an  alphabetical  file  of  the  reports 
pertaining  to  compliance  with  the  order.    A  separate  folder  shall  be 
used  for  each  appeal  and  each  compliance  case. 

The  master  file  of  the  Order  shall  be  set  up  as  follows: 


a.  Approved  copy  of  the  Memorandum  of  Intention 

b.  Approved  copy. of  the.  Order 

c.  Approved  copy  of  the  Delegation  of  Authority  (PBA-30U) 

d.  Any  special  delegation  of  authority  from  the  Deputy 

Director 

e.  Approved  copy  of;  the  summary  to  trade  and  industry 

(not  to  be  confused  with  the  monthly  summary) 

f.  Approved  copy  o-f  the  memorandum  of  transmittal 

g.  Approved  copy  of  the  Solicitor's  opinion 

h^    Approved  copy  of  the  set  of  Questions  and  Answers 
i.  Interpretations 

The  master  file  of.  each  amendment  should  contain  the  items  listed  abeve, 
with  the  exception  of  Item  c,  and  the  possible  exception  of  Items  h 
and  i.    The  monthly  summaries  discussed  in  Part  II  of  this  memorandum 
should  be  filed  in  a  separate  folder. 

D.    Director's  War  Pood  Orders 

The  procedure  established  for  T7ar  Pood  Orders  shall  apply  to  Director's 
War  Pood  Orders,  except  that  the  memorandum  accompanying  the  order 
shall  be  from  the  Branch  Chief  to  the  Director, 


E.  Anendments 

Amendments  to  orders  shall  be  prepared, 'cleared  and  executed  in  the 
same  manner  as  that  prescribed  for  the  original  food  orders. 

F.  Clearance  of  proposed  food  orders 

In  accordance  with  the  Director's  Memorandum,  proposed  food  orders 
which  may  affect  the  Special  Commodities  Branch  shall  he  referred  to 
the  Branch  for  clearance  hy  the  commodity  divisions  concerned. 

The  Authorities  and  Procedures  Section  shall  receive  notices  of  such 
orders,  notify  the  commodity  divisions,  and  obtain  copies  of  any  orders 
which  the  divisions  may  wish  to  review. 

.  TIThenever  possible,  questions  or  objections  to  the  orders  shall  be  taken 
up  directly  with  the  appropriate  Order  Administrator  of  the  Branch 
which  originated  the  order.     If  an  agreement  cannot  be  reached  in  this 
manner,  the  chief  of  the  commodity  division  shall  prepare  a  memorandum 
from  the  Chief  of  the  Branch  to  the  Secretary  of  the  Order  Review  and 
Clearance  Committee,  outlining  completely  his  objections  and  the 
reasons  therefor.     If  more  than  one  division  is  concerned,  it  shall 
be  the  reisponsibility  of  the  Chief  of  the  Operational  Planning  and 
Services  Division  to  prepare  a  consolidated  memorandum  expressing  the 
viev\rs  of  the  Branch.    ■  ... 

All  memoranda  to  the  Order  Review  and  Clearance  Comjiiittee  shall  be 
routed  for  clearance  to  the  Chief,  Authorities  and  Procedures  Section, 
who  shall  maintain  a  complete  file  of  all  objections  submitted  by  this 
Branch.  :  : 


PART  ll  -POOD  ORDER  EDUC ATI OH-  • 

A.    Loose-Loaf  Dockets      '         ■■  •  '  .  . 

Eor  food  orders  to  be  administered  effectively,  it  Is  necessary  that 
the  Regional  Offices  and  the  Special  Commodities  Branch  Field  Offices 
have  a  complete  understanding  of  the  background,  provisions,  interpre- 
tations and  applications  of  each  order. 

This  information  shall  be  supplied  in  the  manner  set  out  below  and 
shall  be  assembled  by  the  Regional  Offices  and  the  Special  Commodities 
Branch  Pield  Offices  in  Loose-Leaf  Dockets,- 

1.     Copies  of  Material  from  the  Master  Pile 

The  Loose-Leaf  Dockets  should  contain  essentially  the  same 
information  as  the  Order  Administrator's  master  file," 
Accordingly,  the  Order  Administrator  shall  arrange  for 
duplicated  copies  of  the  material  in'  the  master  file  to  be 
distributed  to  the  regions. 
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2.  Questions  and  Ansv/ers 

Concurrent  with  tho  isstiance  of  an  order,  or  as  soon  as 
possible  thereafter,  the  Order  Administrator  shall  prepare 
a  set  of  questions  and  answers  anticipating  the  probahle 
questions  that  v/ill  arise. 

3.  The  Initial  Summary 

The  initial  summary  shall  he  issued  as  of  the  effective  date 
of  the  order  and  consist  of  a  brief  hut  comprehensive  survey 
of  the  order.    The  following  items  shall  be  included: 

a.  The  Reason  for  the  Order 

(1)  The  need  for  the  order 

(2)  Purpose  to  be  attained 

b.  •  Provisions  of  the  Order 

(1)  Brief  summary  of  the  most  important  provisions 

(2)  Constructions  or  interpretations  of  the  terras 
used,  where  such  constructions  or  interpreta- 
tions are  desirable.  • 

(3)  Explanation  of  the  method  to  be  used  in  filing 
reports  or  other  data  required  by  the  order. 

c.  Background  of  Industry  -  A  brief  statement  of  how  the 
industry  operates. 

(1)  Production 

(2)  Distribution 

d.  Announcement  that  supplemental  summaries  will  be  issued 
each  month,  for  inclusion  in  the  loose-Leaf  Docket.  The 
Order  Administrator-  should  emphasize  the  fact  that  the 
summaries  are  an  integral  part  of  the  Loose-Leaf  Dockets 
and  should  be  used  in  c-pn junction  v/ith  other  food  order 
material.  . , 

e.  jmy  other  general  information  v.'hich  the  Order  Adminis- 
•  'trator  believes  should  be  given  to  the  regions. 

U.    Monthly. Summaries 

A  monthly  summary  shall  be  prepared  in  the  original  and  two  copio 
for  each  order  and  shall  be  issued  on  the  same  day  of  each  month 
as  the  effective  date  of  the  order.    The  purpose  of  the  monthly 
summary  is  to  provide  the  Regional  Directors  and  the  Branch  ropre 
sentatives  in  the  field  with  current  information  pertaining  to 
amendments,  constructions,  and  'interpretations,  tj^Jical  cases  pro 
cessed,  existing  problems  in  administration,  trends  in  activity, 
such  as  certain  types  of  appeals  or  violations,  and  any  other  in- 
formation that  may  be  of  value  in  administering  the  order. 
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Where  the  activity  under  the  order  during  the  month  has 
been  of  a  purely  routine  nature,  the  summary  need  include 
only  a  statement  to  that  effect.    However,  it  should  be 
recognized  that  the  summary  is  the  medium  through  '.7hich 
the  Order  Administrator  can  keep  the  field  informed  of  the 
administrative  difficulties  under  the  order  and  obtain  co- 
operation from  the  field. 

The  monthly  summaries  shall  be  issued  as  memoranda,  and 
shall  be  set  up  in  the  following  manner: 

WAR  FOOD  ADMINISTEATION 
OFPICS  OF  DISTRIBUTIOir  /' ■ 

Washington  25,  D.  C. 

Date 

To:  All  Regional  Offices,  Office  of  Distributiqh,  WPA 

Irom:   ,  Administrator,  WPO  Ig,  Tea 

Subject:   "Summary  No.  2  for  Inclusion  in  the  Loose-Leaf  Docket 
of  WrO  Ig 


Clearance  and  Distribution  of  Food  Order  Material  to  be 
Included  in  the  Loose-Leaf  Docket 

All  statements  of  policy,  administrative  ruling  or  inter- 
pretation of  the  order  shall  be  prepared  in  collaboration 
with  the  Marketing  Reports  Division,  for  the  approval  and 
signature  of  the  Deputy  Director  for  Commodity  and  Industry 
Regulation,-  and  shall  be  addressed  to  the  Regional  Directors, 
Questions  involving  legal  problems  shall  be  submitted  to  the 
Deputy  Director  for  interpretation  by  the  Office  of  the 
Solicitor." 

Copies  of  the  documents  from  the  approved  Food  Order  Docket 
may  be  distributed  without  -  further  clearance. 

Within  the  Branch,  questions  and  answers,  summaries,  and 
other  educational  material  shall  be  cleared  through  the 
same  channels  as  the  order s»    After  approval  by  the  Chief 
of;  the  Branch,  hov/ever,  the  Authorities  and  Procedures 
Section  shall  be  responsible  for  securing  clearance  outside 
the  Branch.    That  Section  shall  also  be  responsible  for 
arranging  with  the  Reproduction  and  Distribution  Section 
for  the  distribution  of  such  material  to  the  field. 
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B.    Educational  Programs  for  Trade  and  Industry  and  the  G-eneral  Public 

1.  Responsibility  of  the  Order  Administrator 

Within  the  limits  prescribed  by  Director's  Memorandum 
Ho.  h2,  Supplement  1,  the  Order  Administrator  shall  be 
responsible  for  developing  a  general  educational  program 
for  each  order  that  he  administers.    Order  education  should 
be  directed  primarily  to  the  trades  and  industries  affected; 
hov/ever,  provision  should  be  made  for  acquainting  the  gen- 
eral public  with  the  objectives  of  the  order. 

Each  educational  program  shall  be  planned  to  conform  to 
the  general  order  education  program  established  by  the 
Deputy  Director  for  Commodity  and  Industry  Regulation 
and  shall  be  subject  to  the  general  instructions  described 
below. 

2.  Industry  and  Trade  Organizations 

The  Order  Administrator  shall  maintain  close  relations 
with  the  various  trade  and  industry  organizations  in 
order  to  secure  their  advice  as  to  the  best  methods  of 
approach  in  order  education, 

:  3*    The  i/Iarketing  Reports  Division 

The  Order  Administrator  shall  supply  the  Marketing  Reports 
Division  with  factual  and.  technical  information  to  be  used 
in  preparing  educational  material  for  general  distribution 
or  publication. 

PART  III  -  PETIT lOlTS  AlTD  APPEALS 

A.    Responsibility  of  the  Order  Administrator 

Responsibility  for  denying  petitions  for  relief  from  hardship  under 
the  Order  is  vested  in  the  Order  Administrator,     In  those  cases  where 
.     the  Order  Administrator  believes  the  petition  should  be  granted,  he 
shall  prepare  a  letter  to  the  petitioner  for  the  signature  of  the 
Deputy  Director.    The  letter,  together  with  the  petition  folder,  shall 
be  routed  to  (1)  Division  Chief,  (2)  Sranch  Chief,  and  (3)  Deputy 
Director. 

In  the  administration  of  those  orders  which  require  dual  letters  when 
relief  is  granted,  it  will  be  necessary  for  both  letters  to  be  for- 
warded to  the  Deputy  Director's  office  simultaneously.    The  Cocoa 
Bean  Order  (WFO  25)  is  an  example  of  this  type  of  order,  since  it  is 
necessary  to  notify  a  supplier  when  relief  is  granted  to  a  petitioner, 
and  the  letter  to  the  supplier,  which  is  prepared  for  the  Order  Admin- 
istrator's signature,  should  not  be  signed  or  dated  until  the  petition 
is  signed  by  the  Director. 
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Each  chief  whose  division  administers  any  order  shall  be  responsible 
for  determining  that  correspondence  granting  relief  and  forwarded  for 
the  Director's  signature  is  actually  signed  "by  the  Director  prior  to 
the  issuance  of  any  correspondence  indicating  that  the  relief  request 
ed  has  "been  granted. 

The  granting  of  a  petition  or  appeal  which  would  adversely  affect  the 
Civilian  Food  Requirements  Branch  and  Requirements  and  Allocations 
Control  must  he  cleared  with  the  interested,  parties. 

B.  Piles 

A  separate  folder,  headed  by  the  name  of  the  petitioner  and  a  numer- 
ical assignment  as  given  below,  shall  be  prepared  for  each  petition. 
Each  folder  shall  contain; 

(a)  Petition  for  exception 

(b)  Data  pertaining  to  verification  of  facts 
presented,  compliance,  if  necessary,  and 
all  other  material  utilized  in  the  deter- 
mination of  the  appeal.  ■■.  ;•  ■ 

(c)  Copy  of  the  decision  . 

C    Records  and  Reports  .  • 

1.  ,  Each  petition  shall  be  numbered  in  the  order-  received,  using 

the  Order  ITo.  as  a  prefix.    Eor  example,  petitions  under  the 
Tea  Order  shall  be  numbi^red  lS-1,  lS-2,  I8-3,  etc.  iill 
correspondence  in  reference  to  an  appeal  or  a  petition  must 
refer  to  the  number  assigned  the  particular  petition  or 
appeal. 

2.  A  weekly  report  on  the  status  of  appeals  under  each  order 
shall  be  transmitted  each  Saturday  morning  to  the  Chief  of 
the  Analysis  and  Reports  Section,  v/here  a  complete  report 
for  the  Branch  shall  be  compiled  and  submitted  to  the  Assist- 
ant Deputy  Director,    Where  relief  is  granted,  the  weekly 
appeals  summary  should  contain  a  statement  as  to  the  amount 
of  set-aside  materials  released,  the  use  to  which  such 
materials  are  to  be  put,  and  the  Government  ^igency,  if  any, 

.."   -.       .v;hich  is  to  sec\ire  such  materials,  in  the  event  that  the 
'     J    .     effect  of  granting  the  petition  is  to  release  material  set 
•".  ('  'aside  by  a:" particular' order  or  amendment, 

D.    ITotice  to  Regional  Offices  of  Decisions  on  Appeals 

A  copy  of  any  decision  on  an  appeal  under  any  order  shall  be  forv/ard- 
ed  to  the  Regional  Office  of  the  region  in  which  the  appellant  is 
located. 
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•  Therefore,  an  extra  copy  of  each  decision,  vrhether  prepared  for  the- 
signature  of  the  Order  Administrator,  or  for  that  of  the  Deputy- 
Director,  shall  be  provided  for  the  Regional  Office  concerned. 
Further,  should  any  decision  reflect  a  change  in  the  order,  or  a 
new  interpretation,  sufficient  extra  copies  shall  "be  provided  to 
furnish  one  to  every  regional  office. 

In  those  cases  where  the  letter  to  the  appellant  is  prepared  for  the 
signature  of  the  Deputy  Director,  the  copy  marked  for  the  regional 
office  shall  be  retained  in  the  office  of  the  Order  Administrator 
until  notification  is  received  that  the  Deputy  Director  has  signed 
the  letter.    At  that  time  the  copy  shall  be  forwarded  to  the  regional 
office  by  the  Order  iidministrator. 

PART  IV  -  COI\ffLmCE  EROCBDimE 

Recent  Director 's:  Memoranda  and  Compliance  Branch  Memoranda  have  establish- 
ed a  procedure  for  handling  compliance  with  War  Food  Orders. 

Food  Order  Education  in  Washington  is  the  responsibility  of  the  Compliance 
Branch  and  the  Marketing  Reports  Division,  while  voluntary  compliance 
activities  in  Washington  are  the  sole  responsibility  of  the  Commodity 
Branch.    Responsibility  for  enforcement  is  vested  in  the  Compliance  Branch 
(Director's  Memorandum  No.  h2,  Revision  1,  Supplement  2). 

A.    Voluntary  Compliance  Activities 

The  cases  discussed  under  this,  heading  are  those  ?/hich  require  no 
investigation. 

1.  Education 

It  is  the  responsibility  of  the  Order  Administrator  to 
issue  Questions  and  Answers,  Summaries,  press  releases, 
etc.,  and  in  addition  to  write  letters  of  explanation 
of  the  order  to  any  companies,  where  it  appears  likely 
that  the  order  is  not  fully  understood. 

2.  Warning  Letters 

Where  it  appears  from  an  explanation  of  reports  required 
by  the  WEO,  or  from  any  other  reliable  source,  that  a  com- 
pany has  committed  minor  violations  of  the  order,  the  Order 
Administrator  may  v/rite  to  the  company,  verifying  the  facts 
of  the  violation  and  asking  for  an  explanation.     If  the 
company  admits  the  violation,  the  explanation  appears 
plausible,  and  the  Order  Administrator  is  satisfied  the 
violation  does  not  warrant  an  investigation,  then  he  may 
prepare  a  Warning  Letter  for  his  own  signature  (Warning 
Letter  should  not  be  signed  until  returned  by  the  Compliance 
Branch)  addressed  to  the  violator,  calling  his  attention  to 
the  violation  and  warning  him  that  a  repetition  of  the  viola- 
tion may  lead  to  administrative  sanctions  or  criminal  prose- 
cution.   A  saving  clause  must  be  inserted  in  the  letter  as 
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indicated  in  Director 's  Memorandum  Ho .'^2,  Supplement  5, 
2nd  paragraph.    Por  uniformity  in  language,  it  is  suggested 
that  copies  of  previously  approved  Warning  Letters  on  file 
in  the  office  of  the  Chief  of  the  Operational  Planning  and. 
Services  Division,  he  examined.    Warning  Letters  should  be 
prepared  in  the  regular  number  of  copies  of  any  memorandum, 
plus  two  additional  white  copies  m^arked  for  Compliance  Branch 
(one  copy  will  he  forwarded  by  Compliance  Branch  to  the  proper 
Regional  Office  and  the  other  copy  will  remain  in  Compliance 
Branch  files  in  Washington).-    It  is  expected  that  the  Order 
Administrator  will  be  vigilant  in  scrutinizing  future  activi- 
ties to  see  that  the  violating  company  is  adhering  strictly 
to  the  order.     The  Order  Administrator  and  Chief  of  the  Divi- 
sion, after  initialing  the  yellow  copy  of  the  Warning  Letter, 
should  send  the  file  and  the  Warning  Letter  to  the  Chief  of 
the  Operational  Planning  and  Services  Division  for  control 
purposes.    The  file  and  letter  will  then  be  forwarded  to  the 
Chief  of  the  Compliance  Branch  for  concurrence.     If  he  approves, 
lie  will  initial  the  yellow  copy,  and  will  return  the  file  and 
Warning  Letter  to  the  Chief,  Operational  Planning  and  Services 
Division  for  transmittal  to  the  Order  Administrator.  The 
latter  will  thereupon  date,  sign  and  mail  the  Warning  Letter, 
and  forward  tv;o  copies  thereof  to  the  Compliance  Branch. 

3.    Adjustment  Letters 

Where  a  minor  violation  of  a  WPO  is  discovered  and  a  letter 
sent  to  the  violator  for  verification  of  facts,  the  Order 
Administrator,  upon  receipt  of  a  reply  from  the  violator, 
may  elect  to  v;rite  a  letter  to  the  violator,  inviting  him 
to  make  proposals  for  a  compensatory  adjustment.    The  pro- 
cedure for  issuing  an  adjustment  letter  is  identical  to 
that  set  forth  for  issuing  Warning  Letters.    Copies  of  pre- 
viously approved  adjustment  letters  may  be  examined  in  the 
office  of- the  Chief  of  the  Operational  Planning  and  Services 
Division.    The  theory  and  procedure  for  issuing  an  adjustment 
letter  are  set  out  in  Director's  Memorandum  No.  h2.  Supple- 
ment 5. 

In  the  conservation  orders  administered  by-  this  Branch  it 
probably  will  be  more  effective  to  issue  an  adjustment 
letter  rather  than  a  Warning  Letter,  while  on  our  fish  set- 
aside  order  the  Warning  Letter  probably  will  be  more  suitable. 

B.  Enforcement 

The  procedure  outlined  in  this  section  involves  cases  that  require 
investigation. 
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li    Referi'al  of  Cases  to  Compliance  Branch 

When  a  violation  is  'bi'otLghl}  to  the  attention  of  an  Order 
Administrator,  which  in  his  opinion  is-  stif f iciently  serious 
to  require  an  investigation,  the  proced^jre  as  outlined  "below 
will  be  followed; 

The  Order  Administrator  shall: 

a.    Prepare  Torn  FM-355  (original  and  3  copies)  setting 
forth  all  information  pertinent  to  the  violation. 

h.     Sign  all  copies  of  the  form. 

c.  Attach  a  set  of  copies  of  all  pertinent  correspondence 
concerning  the  violation  to  each  copy  of  Form  FDA- 355* 

d.  Forward  the  completed  form  with  all  copies  and'- attach- 
ments to  the  Chief  of  the  Division. 

The  Division  Chief  shall  initial  one  copy  of  the  form  and  for- 
ward the  complete  file  to  the  Chief  of  the  Operational  Planning 
and  Services  Division. 

The  Operational  Planning  and  Services  Division  will  set  up  a 
control  for  following  the  case  and  keeping  the  Order  Admin- 
istrator advised  of  developments.    The  Chief  of  the  Operational 
Planning  and  Services  Division  shall  initial  the  same  copy  of 
the  form  which  was  initialed  hy  the  Chief  of  the  commodity 
division  and  return  that  copy  to  the  Order  Administrator.  The 
original  and  two  copies  of  the  form  will  be  forwarded  to  the 
Chief  of  the  Compliance  Branch. 

imy  supplemental  information  submitted  on  a  case  to  Compliance 
Branch  should  be  in  memorandum  form  from  the  Order  Administrator 
to  Chief,  Compliance  Branch  in  an  original  and  three  copies  for 
routing  as  indicated  above. 

2.  •Disposal  of  Cases 

All  of  the  War  Food  Orders  handled  by  this  Branch  have  been  classi- 
fied as  "nonregionalized",  which  means  that  all  investigative  re- 
ports must  be  reviewed  by  the  Commodity  Branch  in  Washington  and  a 
recommendation  written  before  the  Regional  Office  may  dispose  of  a 
case.    Therefore,  in  the  future,  each  Order  Administrator  will  re- 
ceive a  copy  of  the  investigative  report,  regardless  of  whether  he 
requested  the  investigation  or  whether  it  originated  in  the  field, 
and  he  will  be  expected  to  write  a  memorandum  to  Chief  of  Com- 
pliance Branch,  recommending  disposition  of  the  case. 


-  12  - 


The  Order  Administrator  may  recommend  the  following  types" of 
disposition  of  compliance  cases: 


f. 


a. 


e. 


c. 


d. 


Dismissal  of  case 
Warning  Letter 
Adjustment  Letter  ' 
Suspension  Order 
Injunction 
Criminal  Prosecution 


In  -making  the  recommendation,  the  Order  Administrator  should  in- 
dicate the  reason  for  the  recommendation  and  point  out  any  infor- 
mation that  may  'be  of  value  to  the  Regional  Director  in  making 
the  final  decision  as  to  disposition  of  the  case.    This  recommenda- 
tion should  be  in  memorandum  form  from  the  Order  Administrator  to 
the- Chief  of  the  Compliance  Branch  in  an  original  and  three  copies, 
and  routed  in  the  sam.e  manner  as  other  com.pliance  aatte,rs  indicat- 
ed previously. 

The  Operational  Planning  and  Services  Division  shall  act  as  a 
focal  point  for  all  compliance  cases  and  shall  maintain  liaison 
activities  with  the  appropriate  Divisions  in  the  Compliance  Branch. 
Arrangements  have  been  made  v/ith  the  Compliance  Branch  for  all 
reports  and  memoranda  pertaining  to  Special  ComLiodities  Branch 
cases  to  be  forwarded  to  the  Operational  Planning  and  Services 
Division. 


The  Pield  Representatives  of  the  Branch  have  been  assigned  the  following 
functions: 

1.  Industry  Assistance  -  To  provide  the  industries  and  in-' 
dividuals  affected  by  our  Orders  with  up-to-date  informa- 
tion and  assistance. 

2.  Compliance  -  To  refer  apparent  violations  of  food  orders  to 
the  local  Compliance  Officer.  .        .  . 

3*     Special  Assignments  -  To  carry  out  special  assignments  tit 
the  request  of  our  Order  Administrators, 


PART  V  -  JOOD  ORDER  ACTIVITIES  III  TEE  PIELD 


